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GENERAL STANDARDS FOR ALL COMPLAINTS

PERMIT TECHNICIAN
STANDARD OPERATING PROCEDURE

PHONE: 240-777+259
VOICEMAIL ACCESS CODE: 1131

ALL COMPLAINTS WLL BE WRl~EN ON THE NEW COMPLAINT FORM (SEE A~ACHED)
PRiOR TO lNPU~lNG THE DATA INTO HANSEN AS A SERVICE REQUEST

PRELIMINARY

. Upon receivinga complaintfrom the 6259 phone tine,Permit Technician (~ hstens
carefullyto caller to obtainall pertinent information. PT shouldclarifynamaa and
addresses about the complaintand the complainantand be sure to distinguishbetween
the two. For additionalclarificationand accuracy, PT should repeat backto the caller,
the informationjust received and make adjustmentsas necessary.

. men takingcalls from the 6259 voicamail,followthe above format. However, PT
shouldcontactthe caller within24 hours of receipt of the call to verify the information
and to clarifyanythingthat may have been misunderstood.

. After PT receives a complaintfrom the 6259 phone fine and voicamailand mmpletas the
ComplaintForm, PT searches for previouscomplaints(i any) associatedwith the
com~aint address before enteringthe new complaint,and finkany old/closedcases to
the new complaint.

ENTERING COMPLAINT IN HANSEN

● Enter the complaintin Hansen throughthe CustomerSewica Request (See Data Entry
Instructions). Be sure to attach a copy of any permit (i appticsble)and tax screen
informationto the complaint.

. For each complaint,printhistoryof propertyand vehicle tag numberMen appropriate
for the inspectordnvestigatorsto review. In Hansen, go to File/Resour@roperty
Browser.Printowner informationand the permitsassociatedMth the pro~rty. Add any
addtional informationon the Complaint Form.

. Vou can do this by goingto the propertybrowserand typing the address of complaints
and loadingit. Once t~~ b done, printthe historyti!ch showsthe wit number,
customercomplaintand owner. (sample of what is needed are attached)

Enter complaintthrough“CustomerService Raques~. Under the INFO tab to determinethe
“PROBLEW in service request, do look-upand make appropriateselection. Put in the call date,
whom itwas taken by and clickon schedule to loadthe inspectorforthat area. Ctickon the
LOCATION tab and enter the address or locationif no exact address isgiven. Click on CALLS
and under PRIWRV CALLER enter the complainantsinformationthat was providedthen ctick
on CALLER COMMENTS to enter the complaint. Once finishedti!ck load to get the SERVICE
NUMBER.

(
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For each complaintaddress, printthe propertytax search
(http/Lsdatcert3.resiusa.org/rp_rewfitefindex.asp)copy attached.

2

This informationwill tell the
inspectorwho owns the property. Proceduresto”ati-sa propertytax search as follows:

. Double Click on InternetExploreron de& top.

. Type in web address providedabove.

. Select the coun~ inwhich to search [MONTGOMERY COUN~
● Select [STREET ADDRESS] in the search method
. Enter street number and street name
. Click [SEARCH]
● Printa copy of the search results
. [CLICK] on the New Map) on the top rightside
● Print a copy of the vicinitymap

Put the completedwork in the mailboxes.

ORDER OF PAPERWORK
TOP TO BO~OM

1.
2.
3.
4.
5.

Complaintform
Caller log detail
Propertybrowser screen printout
Propertytax search page
Propertytax map

ROUTING OF COMPLAINTS

BUILDING CONSTRUCTION-IL DYER

B
Blo
611
B12
B !3
B14
B17
B19
BE
BEIO
BE1l
E
EIO
Ell
E12

Building
No buildingPermit
Residential BuildingViolation Structural
Commercial BuildingMolation Structural
SwimmingPools
Fen@Retaining Walls RetainingWalls Only
Other BuildingWolation
ADA Structural
Buildingand Electriwl
No Building/Electri@lPermit
BuildngElectricsl Molation
Electrical
Residential ElectricalWolation
Commercial ElectricalWolation
Other ElectricalWolation

ZONING - PETE HRYCAK

BI 1 Residential BuildingWolationDevelopment Standards -- LotCoverage
B12 Commercial BuildingWolation

(..

Development Standards - Height
B14 Fences

z:mEcmpIti&.wPmgmdsm&&.&
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B15
B16
n3 -

n4 -

225-
226-

227-
Z6 -
Z9 -

Setbacks
HistoricPresewation
DevelopmentStandards - Residential. This is for multiplecomplaintson a
residentialproperty,hke heightand setbacks or lotcoverage and setbacks.
Development Standards- Commercial. This is for the same issues but on
mmmercial properties.
Fences. All fence complaintsnow go to Pete
Setbacks. This is when someone says a house ia being buihtoo close to the
propertytineor over the propertytine, residentialor commercial
HistoricPresewation. All HistoricPresewation complaintswillgo to Pete
BuildingHeight, Complaintsabout a buildingtoo highgo to Pete only.
Lot Coverage. When someone calls about a housetaking uptoo much room on
the property.

S~cial ExceDtion complaintsgo to Stanley Garber and Barbara Pi~ak.

ZONING
All complaintforms are filledout and put intothe inspectorsmailboxes. Usingthe map to
determine which inspectorwill han~ the complaintbased on the address.
Inspectorsare: Jim Martin, Frank DeLange, Mark Moran and Jay Calloway

SEDIMENT CONTROL
All complaintforms are filled out and put intothe inspectorsmailboxes. The addresa shouldbe
che~ed for a sediment controlpermit and if it is new mnstrutiion or an additionover 500 sqh a
mmplaint can be filed for investigation. The inspectorsare called to act on the complaintonce
asaigned. Inspectorsare selected by the address on the complaint.
*NOTE A setiment control pemit is needed to file a complaint. Flooting, draining of a
pool and drainage issues are to be referred to Housing at 240-777-3600.
Inspectorsare Mark Bean, Daniel Edwards, Geary Honey, BrianGregg, Ha~ard Johnson,
Brian Mm, Jeff Mann, BillMartin, Ron Milberg, Stephen Pullum, Eric Sale, Rick Watson and
Tom Woodhouse

R~-W
Al complaintformsare filledout and put intothe inspectommailboxes. The inspectorsare
selected by the address of the complaint. Inspectorsare Robert Butin, John Burdette,
Roy Carter, ChristopherCay, Adam Curtin,Chades Lawson, John Loavy, Richard Long,
Upton Reed, ChristopherSmith and Ralph Wolfe

WLL AND SEPTIC
All complaintformsare filledout and put intoJay Bea~s mailbox. Call Jay Beaty with the
complaintinformationand he will aasign the complaintto the proper inspector.
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( DATA ENTRY CALLER LOG
COMPLAINTS STANDARD OPERATING PROCEDURES

HANSEN

Log-In

Ctick on [Customer]

(

Cfick on [Seti= R~uest ~spatch]

I

c. L.-....... ............----------- “
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I

I

Tab shouldb set to [Info]
In the PROBLEM field [Left-~ght4tick] to bringup PROBLEM DEFINITION POPUP

I .-—.._

Double Ctick on specificproblemto assign wde

Enter Call Date and time, Taken By and &e&Customer Contad Requestedfor inspe-r to
@ll amplainant. Cfickon Stiedule to assign an inspetior along Mth the date and time
assigned.

I



( Nefi you ckckon the Locationtab to enter the address provided.
NOTE:ifa spacfic address is not available use the (LocationCell) to describe the area.

1...
a-~-: :.=_——-vQ._m.nm.n .:c-a_Tz-_:_:Ge.-a~ 5

( Chckon the CALLS tab and enter the Complainants informationor Type inAnonymousif none
providedunder PrimaryCaller tab.

( . . —.— ————— :~~



[
Chckon the Caller Comments tab to enter the amplainanfa rquest to investigate

Click on the [ADD]imn to generate a Service Request Number
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Write the sewica request number on the bottomof the Cornp/aiofForm,
Print (2) copies of the Service Requeti

a. one goes to investigator
b. one attached to the Blue copyof the Cornp/airrtForm for (PTs) records

I
‘To ADD additionalcallers to the same Sarvica Request Number Click on the Call Ust tab and
Click on [lNSER~. Load the cslle~s complaintand press the [ADD] btion to load.
ONLY CAN BE DONE IF INSPECTOR WS NOT CLOSED COMPLAINT
This completes loadinginformationintothe system,

PROPER~ BROWSER

Cfick on [FILE]

Ch& on [RESOURCES]

Ctickon [PROPERTY BROWSER]
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(

field afier TO] ty~ in the Street Number and Stmef Address [Lefi-Rght-Click] to dsplay
Address Popup. Hightightthe best choi~ and Doubl<fick to add entire address to the
Prope@ Browsec Double-Cfickon the address to have k go intothe addressfield.

(.

:, ,.,
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Ctick on [LOAD] iron. Double-CUckon the mailboxand then Double-Chckon
PeM#i@nsetiCases. Push the [PRINT $CREEN] buttonon the keyboard.
document in MS WORD and cli~ the Cfipboardor Paste button.

Note display of pemits at that address till appear below permiWi&rrses/@$

Open a new

;es

PRINT PAGE



,.

STATEASSESSMENT

Open REAL PROPERTY DATA SEARCH at (http://sdatceti3.resiusa.ora/rD rewritefindex.as~)
Seled MONTGOMERY COUNW and method of search is STREET ADDRESS
N~T SCREEN WLL IMMEDIATELY OPEN
Enter Sfreet Numhr and Street Name ChckSearch
PRINT PAGE
Chckon ~1~ MAP] on the top rightof the screen
PRINT PAGE
Hghfight subjed prope~ Wch is identifiedby a RED DOT

ORDER OF DOCUMENTS

1. Hansen Sewiw Re9uest Detail ~
2. Original (top sheet) of complaintform
3. Property Browserpage
4. Real Propertydate search
5. Map of prope@
Stapled and plaoed into inspetiofs mailbox.
*Remember to mll Sediment Control,Rght-~-Way and Well& Se~Ic inspedors or
investigatorto make them aware of the wmplaint(a).

(



MC Department of Permitting Sewices

255 Rockville Rke, 2“d Floor
Rockvillq MD 20850-4 i 66 Caller Log Detail
(2~0)777-6360 Fm (240)777.6361

Repoti Date 06/03/2003 1035 AM Submiffed By Page 1

<,-
1 ice # 199910309
F. -alem RW3 D~ APPLICATION (COMPL~E AN APPLICATION)
Address 11 SCHINOLER CT

SILVER SPRING MD 20903-1329

Location

Area Dtstrict
SubArea Parcel

#of Calls 1

TemplaleType
Taken By CARYC

ResponsibitiQ

Scheduled Date

Inspector CARYC

Due Date

m

Duration of Call 0000

CARY, CHRISTOPHER

CARY, CHRISTOPHER

Call Date 05/2Z2003 0745

ArP#

Source

PriOrlV

O Customer contact Req.etied

Budget #

Map #

Project #

TNle

bti Name HOMEOWNER

First Name, Ml

Address

mere are no calls ror ttis semice number

Problem Comments rquested site tisit



,,.
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Red Prope@ Search - In~dti Report Page 1 of 1

Chck here for a plain text ~A compliant screen.

Im

Mavlati Deptiment of ~mnb and l~tb” ~

( MONTGOMERY COUNTY View MaD
R-1 ProP~ Dab ~rch New Sarch

Account Identifier: m~fid -12 Acmunt Number -03356136

1 Owner Information I

-ner Name: WINCHEWER HOMES lNC Use: RESIOE~L
Principal Residence: NO

Mailing Address: 6905 ROCKLEDGE OR STE 800 Deed Reference: 1) /20914/ 509
B5THESDA MD 20817-1828 2)

1 Lo~tion & Stmetom Inf-ation I

Pmmi=s AddreS Zoning
24223 HAWKINS LNDG RC
GAmHERSBURG 20879

Legal De-ption
WOODF2ELD ESTATES

Hap Gfid Pamel Sub Ditititi Subdivision %mon
GW12

Block LOt Group Plat Nm 21968
29 F 4 80 Piat Reti

T.-. .
Special Tax -as Ad Valorem

Tax ~as 42
Primaw Stmsture Built Enclosed Area Prope~ hnd Ama

0000
coun~ Use

6a,427.00 SF 910

Stoties Basement Wpe Merior

( 1 value InmmatFOn I

Oaw value Pba~-in ~~en@
Value M of &of

o l/ol/TooY 07/01/2002 07/01/2003
Land 65,32o 65,330

Improvement: o 0
To@l: 65,320 65,330 65,326 65,330

Premmntial bnd o 0 0 0

/ Tran#er Xnfomation
[

Selkr: wQuINTA, LOUIS 1 & SUSAN L
TVPG

Date: 04/10/2002 Pri-: $3,146,000
MULTACUS ARMS-LENGTH Deedl: /20914/ 509 DeedZ

Seller: WG INC Date: 09/21/2001
*D e:

Ptice: $1,000,000
MULTAC~S ARMS-LENGTH Deedl: /19709/ 147

SNer:
Deed2:

Date:
Wpe:

Ptice:
hedl: Deed>

I Exemption Information I

Partial Exempt ~~enb ClaS
Countv

07/01/2002 ~/01/2003
000 0

State 000 0 0
Municipal 000 0 0

Tax =empk NO spatial Tax Remptim:
Exempt ClaS:

a NONE *

.../resdts.q?-tNmb~24223&streetN~~wb+&oun~l 6&titMenu=2&SwchTWd/2/03



Page 1 of 1

@

Maryland Department of bsessments and Taxation Go Back
MONTGOMERY COUNTY Wew Map
Real Prope~ Data Search New Search

istrict- 04Account Number -03010665

:16

‘TE{

Prope@ maps protided courte~ oftie Mqhd Dep~t of Ptig 02001,
For more irrforrrrationon electronic mapping appficatio~ * the Mqkd Department of Plaoning

web site at ~,mdp.state.md,us

h@://Atceti3.resiwor@q_mtite/~Jsho-p.mp?mm@d=l6ticcomtid=U+O3OlO665 6/2/03


